National Archives and Records Administration

§1228.166 How does an agency trans-
fer records to the National Per-
sonnel Records Center (NPRC)?

(a) Agencies must use the following
procedures when transferring records
to the NPRC:

(1) Forward the official personnel
folder (OPF) and the employee medical
folder (EMF) to the National Personnel
Records Center at the same time.

(2) Transfer EMFs and OPFs in sepa-
rate folders.

(b) For further guidance consult the
NPRC web site (http://www.archives.gov/
facilities/mo/st _louis.html).

(c) Consult the Office of Personnel
Management web site (http://
www.opm.gov/feddata/html/opf.htm)  for
the OPM publication The Guide to Per-
sonnel Recordkeeping for procedures
on the transfer of OPFs and EMFs.
(The Guide is also available from the

Superintendent of Documents, U.S.
Government Printing Office, Mail
Stop: SSOP, Washington, DC 20402-
9328.)

[64 FR 67667, Dec. 2, 1999, as amended at 67
FR 43253, June 27, 2002]

§1228.168 How can records be used in
NARA records centers?

(a) Agency records transferred to a
NARA records center remain in the
legal custody of the agency. NARA acts
as the agency’s agent in maintaining
the records. NARA will not disclose the
record except to the agency which
maintains the record, or under rules es-
tablished by that agency which are not
inconsistent with existing laws.

(b) Federal agencies must use Stand-
ard Form (SF) 180, Request Pertaining
to Military Records, to obtain informa-
tion from military service records in
the National Personnel Records Center
(Military Personnel Records). Agencies
may furnish copies of that form to the
public to aid in inquiries. Members of
the public and non-governmental orga-
nizations also may obtain copies of SF
180 by submitting a written request to
the National Personnel Records Center
(Military Personnel Records), 9700 Page
Boulevard, St. Louis, MO 63132. OMB
Control Number 3095-0029 has been as-
signed to the SF 180.

§1228.170

(c) Use Standard Form 127, Request
for Official Personnel Folder (Sepa-
rated Employee), to request trans-
mission of personnel folders of sepa-
rated employees stored at the National
Personnel Records Center.

(d) Use Standard Form 184, Request
for Employee Medical Folder (Sepa-
rated Employee), to request medical
folders stored at the National Per-
sonnel Records Center.

(e) Use Optional Form 11, Reference
Request—Federal Records Center to re-
quest medical records transferred to
other NARA records centers prior to
September 1, 1984. The request must in-
clude the name and address of the
agency’s designated medical records
manager.

(f) For any other requests, use the
Optional Form 11, Reference Request—
Federal Records Centers, a form jointly
designated by that agency and NARA,
or their electronic equivalents.

§1228.170 How are disposal clearances
managed for records in NARA
records centers?

(a) The National Personnel Records
Center will destroy records covered by
General Records Schedules 1 and 2 in
accordance with those schedules with-
out further agency clearance.

(b) NARA records centers will de-
stroy other eligible Federal records
only with the written concurrence of
the agency having legal custody of the
records.

(¢) NARA records centers will main-
tain documentation on the final dis-
position of records, as required in 36
CFR 1220.36, for the period of time re-
quired by General Records Schedule 16.

(d) When NARA approves an exten-
sion of retention period beyond the
time authorized in the records schedule
for records stored in NARA records
centers, NARA will notify those af-
fected records centers to suspend dis-
posal of the records (see §1228.54(e)).
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